Tasks Folder

Only completed tasks will be archived.
1. Right-click on the Tasks icon in the Folder List
2. Follow steps 2-5 for the Calendar Folder.

Note: If you Reply to, Reply to All, or Forward the
archived item, the Outlook default will place the sent
item in the archive folder with the original message.

Manually Archiving Folders

Preventing AutoArchiving
and Deleting

To prevent a single folder item from being archived:

—_

Open the item.
2.  Select File, Properties.

¥ Do not Autodrchive this ikem

3. Select the
box.
4.  Click OK.

[& save and Closs |

Click on the button.

Viewing Archived Folders
in the Folder List

At least one item must have been archived
(automatically or manually) before you can open an
Archive Folder in your Folder List. After the first
item has been archived, follow the steps below to
place the Archive Folders in your Folder List. As
items in other folders are archived, Outlook will
automatically place those archived folders in the
Archived Folders List.

1. Select Inbox folder, then File, Open
2. Select Personal Folders file (.pst)
3.  Make sure you select the following path:

C:\WINDOWS\Profiles\[ loginID]\Local
Settings\Application Data\Microsoft\Outlook

4.  Select the Archive file (archive99.pst or
whatever you named it)
5.  Click OK.

To archive all folders according to their
AutoArchive settings:

1.  Select File, Archive

2.  Select “Archive all folders according...”
3. Click OK

To archive a folder and all subfolders:

Select File, Archive

Select “Archive this folder and all subfolders:”
Select the folder you want to archive

PoN=

a. enter a date in the Archive Iltems Older
Than text box

b. select a date from the drop-down
calendar

5. Select ‘Include items with “Do not AutoArchive”

checked'’ if appropriate
6. Ensure your Archive .pst file is in the Archive
file box, e.qg.,

C:\WINDOWS\Profiles\[loginID]\Local
Settings\Application Data\
Microsoft\Outlook\archive99.pst

7. Click OK to archive the selected folder.

Enter a date using one of the following options:

Archiving One or More Items

The Archive folder must be visible in your Folders

List before you can move one or more items to your

Archive folder.

1.  Select the item(s) to be archived.

2. Drag the item(s) onto the archive folder and
release.

Unarchiving Items

Reading Archived Iltems

1.  Select the Archive folder in your Folder List.
2. Double-click on the item you want to read.

The Archive folder must be visible in your Folders

List before you can retrieve archived items.

1.  Select the item(s) to be retrieved.

2. Drag the item(s) onto the active Outlook
folder and

release.
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AutoArchiving

Outlook’s AutoArchive feature automatically

archives or deletes items after a certain amount of

time. ltis critical that you efficiently manage your

Outlook folders because your Outlook account will

have only 15 MBs of total space. Setting

AutoArchive Options in Outlook is a two-step

process:

1. The general AutoArchive options must be
turned on.

2. The AutoArchive properties for each folder in
your Folders List must be set.
Note: Contact items cannot be archived, and
items in the Drafts Folder should not be
archived. You do not need to set archive
options for these folders.

Default archive file:

igstapplication DakalMicrosaftQutlook)archiveFya9, pst

DO NOT CHANGE ANY OTHER PART OF
THE FILE LOCATION.

7. Click OK

Step 2: Set AutoArchive
Properties for Folders

Step 1: Turn on AutoArchive

The AutoArchive properties must be set for each
folder in your Folders List. If you create a new
subfolder, you must also set its AutoArchive
properties. Because of your space limitations in
Outlook, IRTP recommends the following settings:

Deleted Items Properties 7|
Administration | Forms I Permissions I Synchronization I
General I Hame Page Butodrchive

¥ Clean out items older than I? ::ll IW 'l

7~ Move old items ko

IC:'|,WINDOWS'l,PrDFiIes'l,GDmezC'l,LDcaI S Brotse: . |

% permanently delete old items

5. Click on OK

Inbox Folder

Some settings have already been set by Outlook’s
defaults. It is important that you change the default
archive file name.

1.  Select Tools, Options.

2. Click on the Other tab.

3.  The default AutoArchive every 1 day should
remain. Outlook will then archive any items
that meet the archive criteria for your
individual folders when you log in each day.

4.  Check “Prompt before AutoArchive” if that is
your choice.

5.  The default Delete expired items when
AutoArchiving... should be checked.

W Butohrchive everyl 1 =] days

[ Prompt before Autodrchive
¥ Delete expired items when Autoarchiving {e-n

6. Change the Default archive file. Itis
recommended that you file your archived
items by year or Fiscal Year. File
Management will be easier this way.

a. Click once in the Default archive file box.

b. Press End.

c. Change the file name to archiveFY99.pst
or archive99.pst, i.e.,

Calendar Folder

1. Right-click on the Calendar icon in the Folder
List.

2.  Select Properties.
3.  Click on the AutoArchive tab.
4.  Select the following properties:
Calendar Properties K2
Administration I Forrns I Perrissions | Synchronization |
General I Home Page Autodrchive
¥ Clean out items older than |3 jl IMonths VI
{* Move old items to:
Ilata'l,MicrosoFt‘l,OutIook'l,archiveFYgg.pst Browse. ., |
" Permanently delete old ikems
5. Click OK

Right-click on the Inbox icon in the Folder List.
Select Properties.

Click on the AutoArchive tab.

Select the following properties:

PoN=

Inbox Properties 7]

| Administration | Faorms | Permissions | Synchronization |
General I Home Page Autohrchive

¥ Clean out items older than ; |3 ﬂ IMonths ‘I

" Move old items ko:

IC:'I,WINDOWS'I,PeriIes'l,GomezC'l,LocaI Se BG5S E e |

& permanently delete old items

5. Click OK.

Notes Folder

Deleted Items Folder

-

Right-click on the Notes icon in the Folder List.
2. Follow steps 2-5 for the Inbox Folder.

1. Right-click on the Deleted Items icon in the
Folder List

2.  Select Properties

3. Click on the AutoArchive tab

4. Select the following properties:

Sent Items Folder

1.  Right-click on the Sent Items icon in the Folder
List.
2. Follow steps 2-5 for the Inbox Folder.



